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(hief, Supily Division, Office of Logliatics
Chief, Rocords Mansgement Staff

Avallability of Filing Supplies in Bullding Supply Fooms

1. last Fovenber and Decerber, we conducted three filing
workshops, and in My we prusented four more. In each of these
sorioshops we recomended the nse of certain filing supplies.

Aftar each workshop, however, wo recaived complainte from studants
that some of the supply items were not avallsble at thelr looal
Building Supply Rooms, Henbers of my Staff aiso hal difficuity
chtalning some of these itess in mifficlent guantity to make up
Training Kits.

2. The £iling supplies we refer to in cur workshops ave: i

Porm 119, Case File Charge Out Card

Form 135, Correspondence Cross Reference
Form 232, Corregpondence Countlouity Reference
Form 36-270, Correspondence Charge Out € .réd
Porm 36-271, File Packing Sheet

Guide Cards, Pressboard, 1/3 cut, Angular metal tab,
letier and legal size
yposition one
position two (will be most in demend)
poslition three

Insert, Index Teb for metal index tabs, 1/3 cut

Flle Polders, Keaft, sgquare cui, reinforced teb,
datter and legnl size :
w/o fastener
w/fantensr in 1lst position
w/fastener in lst and 3rd positions

The 0ffice of Training Clerical and Infuctee Tralning Staffs
alsc refer 4o these items in thelr regularly confucted courses.

3. I appreciate the fact that calls for these supplice may
be mmaaﬂi.c:, and that for some Building Supply Rooms the demand
for them may not be too great. However, their demand throughout
heedguarters will contimie. Agency regulajtory issumnces have
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s established these supplies as standard 1vems; OIR and cur owmn

i training progrems will continue to promote thelir use. Therslore,
| I would sppreciste very much your action to engure that sdequate
@gMﬁﬁﬁaefthuaSﬂﬁmgswmwmwamnmmmwﬁgiﬁ;&Lﬁﬁmﬁﬂg
Supply Booms.
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